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First time users need to create an account 
 
1. Select ‘My Account’ from the top right of the page. 
2. Then select:  
3. Enter your name, email address, institutional affiliation and select a password.  
4. Click to receive a confirmation email.  
 
 
Create an account or log on 
 
 
 
 Submit your research 
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To submit your research 
 
1. Once you have logged in to ‘My Account’, select ‘Submit Research’ from the right hand 
menu. 
2. Select the subject area and type of research you would like to submit, if it is not listed 
please contact the UBIR Team at ubir@bolton.ac.uk. 
3. Read and agree to the submission agreement (You may obtain a copy of the submission 
agreement at http://digitalcommons.bolton.ac.uk/bolton_deposit_agreement.pdf) 
4. Provide information about yourself and any co-authors in the box provided. 
 
 
5. If you would like to self-deposit your work, please make sure you have the following items:  
• The title of the work  
• An abstract of 250 words or less  
• A list of keywords (10 maximum)  
• The manuscript in its original electronic format (Microsoft Word or RTF files only)  
Then upload your research and click at the bottom of the page.  
 
When you click the  button, you will receive a confirmation screen and 
the option to log out or make corrections to the submission. The system will send an email 
message to confirm the receipt of the new submission. 
 
6. If you would like the UBIR team to complete the deposit for you, please click the 
button towards the top of the page. The UBIR Team will then contact you for 
further information.  
  
 
 
 
 
 
